Concur Government Edition (CGE) Job Aid: Creating an Amendment

Purpose: To provide a step-by-step guide to amending an approved
.L document in CGE.

Audience: Travelers and Preparers

Instruction:

Step 1: Log into AMS

Log into CGE via AMS using either your PIV
card or your network username and
password.

Note: AMS can be accessed through the
HHS intranet or the internet at
https://ams.hhs.gov

Screenshot:
HH S.QOV Improving the health, safety and well-being of America J
AMS | Access Management System

Simplifying access to the Department’s systems

Login Methods to AMS

Network Credentials ? AMS Credentials ?

L ]
I

HSPD-12 Access Cards ?

Insert your HSPD-12
Access Card in your
smart card reader before
you try to login.

Applies to: ACF, ACL, AHRQ, CDC/ATSDR, CMS, | AMS Usemame:
HRSA, THS, NIH, OIG, OS, PSC, SAMHSA

I Selectone.. ¥ I
Network Password: I I
First-time AMS User?
Forgot AMS Username?

AMS Password:
Select OpDiv:

Step 2: Select CGE
From the Home page of AMS select the
E-Travel link.

Welcome,

Sebect from the kot of inks below to cCess your appications. Cualome your Bat by frking or delrking avalable spphcatons

Restricted Access, HHS Network v 1 Anncencements

AMS will e operan
mode from 9:00 PM

200 S50 Secoce” et

Step 3: Locate Document

Select either the Authorization or Voucher
tab to locate the document that you need
to amend.

CONCUR

Home | Travel I Authurizationsl I Vouchersl Profile

I Want To... Important Information

+ Create or change a reservation News and Information

« View authorizations GSA Carbon Footprint and Green Procurement -
GSA has developed the GSA Carbon Footprint and Gri
13514 and recent energy laws. Click here to view the

« Create a new authorization

« Create an authorization from an Agent-booked trip

+ View vouchers

President Barack Obama on virtual conferencin
+ Create a new voucher

Step 4: Open Document
Select the document Name link on the left
to begin creating the amendment.

Vouchers

Search Vouchers

Mame Type TA Num Trip Name PNR &

VCHO00505-1  Veh TAMUMDOZ29U Trip from Atlanta to Miami EADLZ) 05012594056
VWCHO00505 Veh TAMUMDOZ29U Trip from Atlanta to Miami EADLZ), 05012594056
WCHO0037! Veh TAMUMDOZ20U Trip from Atlanta to Ft Lauderdale IHMZEF, 04025049050
VCHO00446 Vch TAMUMODO26) Trip from Washington to Miami GWERVD, 64563953202
VWCHO00416 Vch TAMUMODDZ23X Trip from Atlanta to Ft Lauderdale GGIVGD,GETELT

Depart Date
05/25/2015
05/25/2015
04/22/2015
04/14/2015
04/06/2015



https://ams.hhs.gov/

Instruction:

Screenshot:

Step 5: Open Document
Select Amend Document from the Actions
pop up window.

Actions for VCHO00446

Open Document (Readonly)
Review Document

Copy Document
Delete Document

Close

Step 6: Create New Amendment

In the Comments section provide an
explanation for the amendment (optional).
Select the Create New Amendment button
in the upper right.

| Create New Amendment I Get Document as View-Only | Cancel Opening Document

Document to Amend

Comments|

Reason E

Step 7: Create Document

Verify that this is the correct document
according to the Document Name and
TANUM. Notice that the Document Name
now contains a suffix (-1). Then select the
Create Document button in the upper right
to create the amendment.

Create Document || Cancel

Document Information | | Trip Information

Document Type @ Ve
Document ‘Jz\“
Document Date @ [02/11/2015

Trip Name Trip from Washington to Miami m

D Sponsored Travel
Currency |US. Dollar[]

Type Code @ [SINGLE TRIP [=]
Purpose @ | TRAINING [=]
Document Detail @ The purpose o this trip is to attend mission critical training. -

Step 8: Confirm changes

Once the necessary changes have been
made to the document, select the
Confirmation tab to sign the amendment.

Traveler: Amold Wilson  Vich: VCHO00446-1 (TANUMOD2E))

summary || General | Charge Card | Expenses || Accounting || Exceptions

Profile | Totals | Perform Pre-Audits

Document Information for VCH000446-1

Step 9: Sign Document

Apply the SIGNED status and select the
Stamp and Submit Document button in the
upper right.

Summary || General | Charge Card || Expenses || Accounting || Exceptions || Profile || Totals || Perform Pre-Audits | Confirmation

Adjustments - Go To Adjustments | Audits - Go To Audnsl\ Stamp and Submit Document I

Status for VCH000446-1

i QuICKTIP
\) The Signature PIN is case sensitive more

Status to Apoly] SIGNED [+]

Step 10: Review Pre-Audits
Determine if the document has passed or
failed the pre-audits and justify any failed
audits as needed. Select the Continue
Stamping the Document button.

Reason [=]
Remarks
Return-to | []
(Cancel Pre-Audit Results | Continue Stamping the Document || Justify Pre-Audit Results Back Next
Pre-Audit Results for VCH000446-1
i QUICK TIP
N) Click the magrifying glass icon to view detail comments for each audit process.more
Document Name: \
Type:
Traveler: 3
Slaw
Pre-Audit Fails
Audit Process Status Comments
COST COMPARISON AL ‘v(j )8 he current fc:\ CV‘z:.\’ tri CEV’ES exceeded the estimated cost from your travel authorization by more
than ining why the cost is significantiy higher.

Step 11: Sign Document
Select the Accept Signature Text button to
finish signing the amendment.

Cancel Stamping I Accept Signature Text |I

Signature for VCH000446-1

i QUICK TIP
\)) If you agree with the statement, click Accept. more

You are stamping this document SIGMED. By accepting you are legally signing this document.




Instruction: Screenshot:

Step 12: Close and Route Document
Select the Close Post Stamping Document
Closure Screen button to complete the
process and route the document for
approval.

I Close Post Stamping Document Closure Screen ||

You have successfully created an amendment to a document in CGE!



